APPENDIX B

| NSTRUCTI ONS FOR COMPLETION OF DD FORM 1822,
"REPORT OF DI SCLOSURE OR DENI AL OF u. So CLASSI FI ED mLITARY | NFORMATI ON’

A. GENERAL

Review the fol | ow ng general instructions and sanple form figure B-1., before
conpl eting DD Form 1822:

1. Typewiter Settings

- IMPORTANT - Use 10 pitch only.
- Use OCR font A OCR font B may be used as a substitute.

OCR FONT A. 10 pitcha ABCDEFGHIJK. 12345 p2a9p
OCR FONT B, 10 pitch, ABC DE FGHIJK, 1234567890

- Set the paper guide to “Q"

- Set the left marginto 6, or so that typing begins just inside the
vertical bl ue |ine.
Set TABS to 16, 31, 45, %, 71, and 80. This may have to be adj usted
by adding or subtracting 1to each TAB when you align the form

- Type in CAPI TAL LETTERS.

2. Handling and Aligning the Form

- Do not nske any extraneous marks on the f rent or reverse of the form

- Do not fold or staple the form Discard soiled or dog-eared blanks.

- Enter in the typewiter to the line marked, “USE TO ALIGN. " Using the
preset TABS, type a character at each TAB setting. The character shoul d
appear under the right hand cross of the “T, " |ike this [A . Adj ust
the formand TABS, as necessary. Once this adjustment is conplete,

MAKE NO FURTHER ADJUSTMENTS TO THE FORM EVEN THOUGH THE ALI GNVENT MAY
APPEAR TO BE OFF.  Once you are experienced in use of the form this step
may be omtted.

- Mail the formin a 9 by 12-inch, or larger, envelope. Do not fold the form
for mailing.

3. Typing the Form

- Type in CAPI TAL LETTERS.

- Fach nunmbered data el ement begins either at the left margin or at one of
the preset TABS. Always begin typing at the TAB setting w thout entering
a space even if the entry does not fit in the box exactly. This Is neces-
sary since the OCR reader determnes which data elenent it is reading by
Its position on the page.

- Do not use standard word breaks at the right margin in the text fields
(Data Element Nos. 18., 21., 22.g., and 22.h. ). Type as close to the
right margin as possible without going over the vertical blue line. Do a
carriage return and cent inue as if you were typing one cent inuous |ine.

- Do not use any alternate characters such as a small “L” in place of a “1”
(one), or a capital letter "0" in place of a “O (zero).
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Be sure your entries are not longer than the space provided on the form
See the section below on use of continuation forns .

Maki ng Correct ions

|f at all possible, use a carbon filmribbon on your typewriter.
Use a "lift off” correction tape (automatic correction typewiters)
or “lift off” correct ion sheets. _ .

- Do not use “white out, " "stick-on" correction tape, or correction tapes/
sheets that deposit a white chalk over the incorrect character.
|f you can not use the “lift off” correction tape and carbon ribbon, then
backspace over the incorrect letter and overstrike a “#," ‘% or “$""
The OCR reader will detect this as an error and a correction shall be made
when the information is being processed into FORDTIS.
W have had good experience conpleting the DD Form 1822 on word processing
equipment. This is the best way to get error free copy. Pleasecall
t he FORDTIS office if you wish to discuss this method (AUTOVON 227-1 655
or comercial (202 )697-1 655).

5. Security MarKkings

|f the DD Form 1822 is classified, stanp the security classification, top
and bottom on the lines marked, "CLASSIFICATION." Be'sure to enter the
same classification code in Data El enent No. 2.

Enter the “Classified by” information on the [ine in the |ower right
corner of the form The declassification instruct ions are entered on
the formin Data El ement No. 3.

6. Use of Continuation Forns

A continuation form may be necessary for the followng data el ements:

5.~ REQUESTING COUNTRIES (Up to 50 entries)
17. - SUBJECT COUNTRI ES Upto%0 entri es;
19. - CROSS-REFERENCE Up to 20 entries

P e O i

20. - KEYWORDS Up to 25 entries)
21. - REMARKS Up to 60 |ines g
22. - LINE | TEMS Up to 25 itens

- Use a blank DD Form 1822. Type the page number in the block in the
upper right corner marked “Page No. " starting with “2. "

Proceed to the data element or elenents that are to be continued and type
the additional information. It is not necessary to enter any other data.

Use as many continuation forms as required, up to the naxinum
length of the data el ement being cent inued.

Please keep continuation forns together with the correct page 1.

- I'n some instances, it nay be easier to divide one case into two or
nore cases than to use continuation sheets. Mke a note in REMARKS
I f you do this.
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A SLI GHT M SALI GNMVENT
| S NOT \ PRORLEM

‘10 — CLASSIFICATION

W NG T T T Te T
REPORT OF DISCLOSUREORDENIAL OF US CLASSIFIEDMILITARY INFORMATION Inasrac |
1 SHORTTILEJENTER A MEANINGFUL SHORT TITLE 2 CLAS |
3 DECLASSIFICATIONINSTRUCTIONS  JSEE D»0D 5200.1-R 4 DATEOUT 103138 <
§ REQUESTING COUNTRIES (Ul TeH FNUA S [T JINIIEINININ || N
6 _ACTION H 7. DENIAL REASONS 8. NDF CODES] y 9. LOG ND. [nI-123-841
10 SIGNIFICANT [N 11. REPETITIVE N 12 AGENCY DA 13 OFFICE MICOM
14DECOMP  INI 5. FLAGS taldelg c]go |16 LOCALUSE NISSILE PROGRAM
17_SUBJECT COUNTRIES {Pd JuR € [CIT 13 917 JT IT ID A7 110 I 10 19 1

18 CASE DESCRIPTION ISTART THE CASE DESCRIPTION HERE. IT IS NOT NECES!F(_
tRY TO DUPLICATE OTHER INFORMATION IN THE CASEX HOWEVER. YOU CAN INCLUDE H

THE REQUEST WAS RECEIVED AND THE PURPOSE FOR THE REQUEST ALONG WITH WHAT
HAS BEEN REQUESTED. NOTICE HOW THE WORD BREAKS ARE MADE N THIS EXAMPLE.
REMEMBER » DO NOT ADJUST THEFORM ONCE YOU BEGIN TYPING.

19 CROSS REFERENCE ] 20. KEYWORDS
« TYPE b CROSSREFERENCETHE FIRST KEYWORD
DPE 0l2-34 SECOND KEY#ORD
Cn1 123y4-8y4 F-lb.
AN/TP@-3% NOTE THE
21 REMARKS [THE CASE REMARKS START HERE. |IF THE CASE IS DENIED IN WHOLE OR 1} “__WPD BREAK
N PARTTHENTHEREMUSTBE A REASON HERE EXPLAINING MHY THE DENIAL WAS#AD S

ANY SPECIAL REMARKS SHOULD BE ENTERED WHICHWILLMAKE THE CASE UNDERSTA
ABLE TO SOREONE UNFAMILIARWITH THE DOCUNENT OR PROGRAM. OR ITS RELATIONSH G‘
P WITH CTHER PROGRAMS. THE INFORMATION HERE IS VERY IMPORTANT IN ASSISTIN

OTHER ACTIVITIES ThAT MAYBE HAKING DISCLOSURE DECISIONS THAT ARE RELATE |

YOU MAY USE A CONTINUATION SHEET FOR THIS ITENR, IF NECESSARY.

22 LINE ITEMS
a. ITEM NO h | b TrrES Id Ioi ki . . cuas |d & ACTION ]A e DENIAL REASONS | | |
J. 00 CUMENTIEQUIPMENT NO. IRFQQR~1234-43 |
2. DOCUMENTIEQUIPMENT NAME JPROCEEDPINGS OF THE FIRST ANNuAL MEETINGON THE USE
e F _CONVENTIONAL CANNON _ ARTILLERY
A ITEM REMARKS ITHIS po CUMENT MAY BE DIST R I8 uT Ep WITHOUT RESTRICT]
DN TO NATO MEMBER NATIONS.
ITEMNO | |b TYPES dId El « cLas fd d. ACTION |fe DENIALREASONS | || |
£ DOCUMENT/EQUIPMENT NO. ACC-P3Y45-83 |
S DOCUMENT/EQUIPMENT NAME INUTES oF THE STEERING COMMITTEE - JUNE A2.
h. ITEM REMARKS JTHIS DOCUBENT CONTAINS POLICY RECOMMENDATIONS WHI(

H HAVE NOT BEEN APPROVED. NO FOREIGN RELEASE IS PERAITTED.

4. ITEM NO. 1 |b. TYPES 11111 ]c cas || & ACTION ] le. pENnIALREASONS | 1] |
J DOCUMENT/EQUIPMENT NO. |
. DOCUMENT/EQUIPMENT NAME |

A. ITEM REMARKS |

_ITEM NO. | |b WPES {TT]1[e CLAs | | d. ACTION [ [o.OENiAL Reasons | TT 1
J DOCUMENTIEQUIPMENT NO. |

2. DOCUMENT/EQUIPMENT NAME |

k. ITEM REMARKS DO NOT REALIGN THE PAPER
ONCE YOU BEG N TYPI NG

DD FORM 1822 EDITION OF MOV T8 15 ORSOLETE
CLASSIFIED BY

CLASSIFICATION
T UB OPOI 1RSI 414-Q30

Figure B-1. Sanple DD Form 1822



B. DATA ELENMENTS

Enter inf ormat ion for the data elenents in accordance With the instructions
provided for each data el enent.
Instruct ions for typine the DD Form 1822 and exanples are in section A, above.
Fol | owi ng the instructions for each data elenent are two codes in parenthesis.
The first indicates the maxi num nunber of characters that may be entered for

that data elenment, for exanple, (58).

mandatory (M or optional (0).

Data El enent
Nunber

Dat a El enent
Nane

3*

Short Titl e

Cl assification

Declassif | cat ion

I nstruct ions

Dat e Qut

Request ing
Country

Tables for data elenent codes are in Appendix A

The second indicates whether an entry is

I nstruct ions

Enter a one-line sumary that identifies
the case.

(58) (M)

Enter the classification of the DD Form 1822
as one of the follow ng codes:

U - UNCLASSI FI ED
c - CONFI DENTI AL
s - SECRET

(1) ™)

Enter the declassification instructions

in accordance with DoD 5200.1 -R (reference (i)).
If no entry is nmade and the DD Form 1822 is
classified in Data Element No. 2., an automatic
entry of “CADR, " “Originating Agency’s

Determ nation Required, " shall be nmade when
the case is entered in FORDTIS.

(30) (0)

Fnter the date the case was closed in the
format day, nonth, and year (DD/MM/YY).

6) (M

Enter up to 50 codes that identify the

count ri es to which the disclosure is granted
or denied. See Appendix A Table 1, for the
country cod es. If the nunber of entries

exceeds 17, see section A, above, on the
use of cent inuat ion sheets. Entry of one
country code is mandatory.

(2) (M
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TS

Dat a El ement Dat a El ement
Nunber Nanme
b. Act 1on
1. Deni al Reasons
8. NDP Codes
9. Log No.
10. Signi ficant
11. Repetitive
12. Agency
13, Ofice

| nstruct 1ons

Enter the code for the decision on the
case in accordance with Appendix A

Table 6. [f the case consists of
nultiple items sone of which are
approved and some denied, then use code
“S, " “Split - See Remarks, " or divide
the case in two, wth approved/qualified
approval on one and denial on one.

(1) ()

Do not make an entry for this data
elenent. If the case is a denial,

enter the specific reason in “Renmarks”
(Data Element No. 21. ) or in “Item Remarks
(Data El ement No. 22.h. ). If the case
Is a denial, in whole or in part, a reason
for the denial. is required.

Enter one or more NDP information
category codes that apply to the case.
See Appendix A, Table 2. At |east one
entry i's required.

(1) (M

Enter a local | 0og number, if one is used.

(lo) (o)

Enter a “Y" (yes) if the disclosure or denial
s significant, otherwse enter an “N' (no).
See the definitions in Chapter 1.

(1) (M

Enter a “Y" if the case involves a
recurring disclosure, otherw se enter
811 IlN. "

(1) (o)

Enter the code for the agency processing
the case. See Appendix A, Table 4.

(2) (M

Enter the office or activity Wwthin the
agency that is processing the case. This

may be an office synbol, command abbreviation,
or other suitable ident ificat ion.

(25) (M
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Dat a El ement Dat a El enent |
Number Nane | nstruct 10ons

14, Deconp Enter a “Y" if the information disclosed or
denied is intelligence information that has
been deconpartmented, otherw se enter an

HN. n
(1) (M
15. Flags These four fields may be defined by the

activity preparing the DD Form 1 &22.

Any |etter or number can be a flag. They
can be used, for exanple, to identify disclo-
sures in relation to specific disclosure
programs or in relation to specific weapons
programs. It is advisable to document a set
of standard flags if this data elenment is

used.
(1) (o)
16. Local Use This text field can be defined by the activity
preparing the DD Form 1822.
(20) (o)
17. Subj ect Enter up to 50 country codes to indicate
country the country( ies) the information being

disclosed is about. See Appendix A Table 1.
If more than 17 entries are required, see
section A , above, on the use of continuation

sheet s.
(2) (o)
18. Case Description Enter a description of the case.
(5 lines) (M
19, Cross- Ref erence Enter up to 20 cross-references. Refer to

the exanpl e, Appendix B, figure B-1.

|f more than three cross-references are
required, refer to section A, above,

on the use of continuation sheets.

19. a. Type Enter the case type of the cross-reference.
See Appendix A, Table 5.
(5) (0)

19.Db. Cross- Reference Enter the FORDTIS case identification

number of the cross-reference.

(15) (o)
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Dat a El enent

Number

Dat a El enent
Nane

20.

21 .

22.

22a.

22.b.

22.c.

Keywor ds

Remar ks

Line |tens

Item Nunber

| t em Types

Item o _
d assification

| nstruct 1ons

Enter up to 25 keywords from the FORDTIS
keyword list. See the exanple, Appendix B,
fipure B-1 ., for the proper format. Use

the nost specif ic keywords that apply,

for exanple, use "F-4E" instead of "FIGHTER
AIRCRAFT, “ If nore than four keywords are
required, see section A, above, on the use of
continuation SheetS. G]e keyword iS reqUi red.

(45) (M

Fnter up to 60 lines of text. If the
case decision is a denial, in whole or
In part, then a reason for the denial
mustbe€Nt ered. |f the remarks entry
IS more than seven lines, refer to
section A, above, on the use of
continuation sheets.

©0lines) (M if case is a denial)

Aline itementry is made for each
separate document Or item covered b%

the case. Up to 25 line items may Dbe
entered. If nore than four |ine items are
entered, refer to section A, above, on the
use of continuation sheets. One [ine-item
entry is required.

Enter a nunber for each |ine item begi nning
Witkl 1.

(1) M

Enter up to three line-its types.
See Appendix A, Table 3.

One itemtype code is required for each
| i ne item.

(1) @9

Enter the class if ication of the document Or

i tem being disclosed or denied. Use one of
the follow ng codes:

U - UNCLASSI FI ED
¢ - CONFI DENTI AL

S - SECRET
T - TOP SECRET
(1) (M
m : DO NOT enter TOP SECRET information

on the DD Form 1822.
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Dat a El enent
Number

22.d.

22.e.

22.f.

22.8.

22.h.

Dat a El ement
Nane

Item Action

|tem Deni al
Reasons

Document or
Equipment Number

Document or
Equi pment Nane

|tem Remarks

| nstructions

Enter the decision code for the its.
See Appendi x A, Table 6.

(1) (M

Do not make an entry for this data

el ement. 1If disclosure of the item is
denied, in whole or in part, then

a specific reason nmust be entered

in Item Remarks (Data Element No. 22.h. ).

Enter the document number or unique
identification mmber of the item
approved or denied for disclosure.

An entry is required either for this

data elenment or for the next data el enent.

(25) (M

Enter the document title or the nane of
the item approved or denied for disclosure.
An entry is required either for this data
el ement or for the previous data elenent.

(3 lines) (M

Enter information that will be useful
for an understandi na_of the decision

or nature of the item. If the decision
s a denial, in whole or in part, then
a reason for the denial nust be entered.

3lines) M, if case is a denial)
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